Time Management Goal Report
Ultimate Goal: The Elimination of Procrastination
Perspective: Manager Overseeing a Team

Goal Statement (SMART Format)

As a manager committed to leading by example, my goal is to eliminate procrastination

in my daily work routine by implementing structured time management techniques and

accountability strategies over the next 60 days. This effort will directly improve my

productivity, enhance team leadership, and foster a culture of efficiency and

responsibility within my work structure.

Breakdown of SMART Elements

SMART Element HApplication to My Goal (The Elimination of Procrastination)

Specific

The focus is on eliminating procrastination through better time
management. This includes prioritizing tasks, adhering to schedules, and
reducing time spent on non-essential activities.

Measurable

Success will be measured by a 50% reduction in delayed task completions,
increased adherence to daily schedules, and weekly self-assessments
documenting time use.

Achievable

The goal is realistic within a 60-day timeframe. Tools like time-blocking, to-
do lists, and digital planners will support progress.

Relevant

Improving time management aligns with my leadership responsibilities and
enhances the productivity and morale of my team. When | model efficiency,
the team is likely to follow suit.

Time-Bound

The 60-day period offers a defined window to test and refine strategies.
Weekly check-ins ensure continuous progress toward the goal.

Action Plan
Step |/Action Details Start End Date
Date
Begin tracking habits from Start Date using a
1 lf-A t,. ly 1 ly 7
Self-Assessmen time log for 7 days — (Then Repeat) July July
5 Identify Patterns Ahalyse the time log to locate procrastination July 5 July 30
triggers.
N Use Eisenhower Matrix to sort urgent vs. .
3 Prioritize Tasks important tasks — (Make a List) July 15 ||Ongoing
‘4 HTime—Blocking HAssign focused blocks of time for priority work. HJuly 16 HOngoing
Implement 25/5-minute work/break intervals to
Use Pomodoro o . . . . .
5 Technique maintain energy — (Do in Conjunction with July 16 ||Ongoing
a Eisenhower Matrix (Point 3 Above)
‘6 HSet Daily Goals HList top 3 goals for the day before starting work. HJuly 16 HOngoing




Step |/Action Details Start End Date
Date

Reflect on progress every Friday and adjust

7 Weekly Reviews .
strategies.

July 20 ||Aug 23

Accountability Share goals with a colleague or mentor for

Partner Weekly or Bi-Weekly check-ins. July 16 |/Aug 23

Potential Challenges and Strategies
Challenge Strategy to Overcome

. . . Set boundaries: schedule email checks and minimize non-
Distractions (e.g., email, . . . ]
essential meetings. Use “Do Not Disturb” mode during

meetings
gs) focused work periods.

Learn to say no or delegate tasks when necessary. Align
tasks with key priorities.

Overcommitment

Break larger tasks into smaller, manageable actions.
Loss of Motivation Celebrate small wins. Award myself for goals met.
Reconnect with the purpose behind tasks.

. . Set a fixed start/end time for the workday. Use calendar
Inconsistent Routine . .
reminders and visual planners.

Lead by example. Share progress transparently and

Peer Influence (team’s | . .
introduce team-wide time management challenges or

procrastination) . .
incentives.

Reflection: How This Goal Contributes to My Growth

Eliminating procrastination is more than a personal win—it’s a professional
transformation. As a manager, my behaviour significantly influences my team. When |
consistently meet deadlines, prioritize effectively, and maintain a structured workflow, |
create an environment of trust, discipline, and clarity. This inspires team members to
adopt similar behaviours, leading to smoother operations, faster project turnarounds,
and improved morale.

Moreover, this goal enhances my credibility as a leader. By addressing procrastination
head-on, I’'m demonstrating self-awareness and a proactive attitude—qualities that are
vital for leadership growth. On a personal level, reducing procrastination leads to less
stress, improved work-life balance, and greater satisfaction in accomplishing
meaningful tasks.

Over time, this improvement will ripple outward—boosting team performance,
contributing to organizational goals, and reinforcing a culture of continuous



improvement. By setting and achieving this goal, | position myself not only as a more
efficient professional but also as a role model capable of leading change.

Chart Description of my Action Plan

Action Plan Timeline: Elimination of Procrastination
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Weekly Reviews

Set Daily Goals |
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The Action Plan Chart visually outlines the steps | will take to eliminate procrastination
over a structured two-month period, beginning July 1, 2025. Each horizontal bar
represents a specific task, showing its start and end dates along a timeline.

The chart begins with a one-week Self-Assessment phase to track current habits,
followed by a brief pattern analysis period. From mid-July through the end of August,
multiple strategies—such as prioritizing tasks, time-blocking, using the Pomodoro
Technique, and daily goal setting—run concurrently to reinforce behavior change.
Regular weekly reviews and support from an accountability partner ensure
consistency and reflection throughout the process.

This timeline helps visually manage progress, identify overlaps, and stay focused on
implementing sustainable habits to defeat procrastination.

By actively pursuing the elimination of procrastination through targeted, measurable
steps, | will strengthen not only my individual performance but also my capacity to
empower the team | lead.



